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UNTIL SUPERCEDED

As you are aware, the State negotiated Post and Bid provisions in the Bargaining Units 12, 13 and 15 Memoranda of Understanding (MOU).  This memorandum is to provide information and instructions on the MOU 12 and 13 provisions and will supercede earlier memoranda.

Note:  These provisions do not apply to Unit 15.  The Labor Relations Office and management representatives of the Building and Property Management will commence meetings with California State Employees Association to work out the details of the Unit 15 Post and Bid provisions for DGS.  In accordance with the Unit 15 MOU, the details and implementation of the Post and Bid must be completed no later than July 1, 2000.  This information will be provided once it is finalized.

Attached is information regarding Bargaining Units 12 and 13 Post and Bid provisions:

· Key definitions

· Special considerations/exclusions

· Procedures for employees and management

· Answers to commonly asked questions for Bargaining Unit 12

· Copies of both Unit 12 and 13 MOU Post and Bid provisions

· Post and Bid Reassignment/Transfer Request  forms for Unit 12 and 13

· Listing of R12 and R13 classes affected by Post and Bid

The Office of Human Resources (OHR), Personnel Operations will be the official keeper of the reassignment/transfer request forms rather than at the individual program level.  Offices will be provided a copy of the Post and Bid list each time they have a Request for Personnel Action (RPA) approved.

PRIOR TO FILLING ANY UNIT 12 OR 13 VACANCIES OR SHIFT ASSIGNMENTS, contact your OHR Personnel Analyst.  Your OHR Personnel Analyst will assist you in filling vacancies in accordance with this memorandum and in compliance with the Post and Bid Provisions.  
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If you have any questions concerning these hiring procedures please contact your assigned Personnel Analyst.  Labor Relations questions should be directed to Kathy Miras at 

(916) 324-4595 or Judy Otis at (916) 324-4593.
JINNY MUNRO, Manager

Program Improvement and Labor Relations

cc:
BPM Regional Managers

 
Labor Relations Staff


Personnel Manager


Assistant Personnel Managers


Personnel Analysts


Personnel Transactions

POST AND BID PROVISIONS

BARGAINING UNIT #12

Vacancy:  A position or shift assignment unoccupied as a result of retirement, transfer, termination, reassignment, or new funding.

Post and Bid Reassignment/Transfer Request:  The written request form provided by DGS and completed by the permanent full time status employee requesting to transfer or be reassigned to another position or shift assignment in their current classification.  Form must be submitted during the annual 30-calendar day open period, December 1 through December 31.  Requests shall be kept on file for 12 months.

Local Work Location-DGS: With the exception of the Telecommunications Division, the local work locations are defined as follows: 

Fresno
Sacramento
San Jose
Van Nuys

Los Angeles
San Bernardino/Riverside
Santa Ana


Oakland
San Diego
Santa Rosa


Redding
San Francisco
Stockton


Telecommunications Division local work locations are the Radio Maintenance Areas for the Maintenance Section. All other Telecommunications Division Sections use the local work locations listed above (i.e., Sacramento, San Francisco, etc.).

Outside Local Work Location: Reassignment/transfer to a different work location in the department (i.e., if employee’s local work location is Sacramento, then reassignment/transfer may be to San Francisco which is outside the local work location).

Seniority: Seniority is determined by permanent full time status employees with the greatest amount of continuous seniority in the classification.  

Local seniority is from the first date the employee is appointed on a permanent full-time continuous basis in the local work area.  

Outside seniority if from the first date the employee is appointed on a permanent full-time continuous basis in the department.  

Employees who were appointed to as an apprentice or in a parenthetical female class and then transition to the journey classification seniority will be counted from the date first appointed into the apprentice/parenthetical class.

Seniority Post and Bid Lists: The work location lists of Unit 12 employees who have submitted a Post and Bid Reassignment/Transfer Request form, compiled in seniority order by the Office of Human Resources, in accordance with the Unit 12 MOU provisions.  Unless otherwise noted, this must be used by management to fill a vacancy before other hiring options are initiated.  See Special Considerations/Exclusions.

POST AND BID PROVISIONS

BARGAINING UNIT #12

SPECIAL CONSIDERATIONS/EXCLUSIONS

· Apprentices - These Post and Bid provisions do not apply when a graduating apprentice must be placed in a position.

· Mandatory Placement - These Post and Bid provisions do not apply when an employee must be placed by mandatory reinstatement or because of placement of an employee subject to layoff.

· Requisite Skills and Abilities - Employees placed under the Post and Bid provisions must possess the requisite skills and abilities of the position.  If an employee is not placed for lacking the position requisites, the supervisor will notify the employee.

· Discipline/Substandard Review - Management is not required to consider an employee who has sustained a disciplinary action or received a substandard performance review in a majority of the requisite skills of the position within the last 12 months.

· Moving/Relocation Expenses - Employees being reassigned under these provisions waive any rights to claims for moving and relocation expenses.  This does not preclude payment of such expenses, at management's discretion.

· Security/Safety or Other Operational Reasons - These Post and Bid provisions do not preclude management from transferring employees for verifiable security, safety or other clearly articulated operational reasons.  Prior to initiating such actions, the Labor Relations Office should be contacted.
EMPLOYEE PROCEDURES

· Permanent full time status employees who wish to be considered for a position or shift assignment vacancy, in their current classification, must submit a Post and Bid Reassignment/ Transfer Request form.  This form must be submitted during the annual 30 calendar day open period, December 1 through December 31 to their supervisor, or forward to Lynn Catania, Office of Human Resources, Personnel Operations, 1325 J Street, Suite 1714, Sacramento, CA 95814. Reassignment/transfer forms shall be kept on file for 12 months.  This form is available in the Outlook, Office of Human Resources’ Public Folder under Human Resources Memorandums, 00-008.

· Request form must include the employee’s current permanent classification, address and phone number of current work location, current work week/shift/hours, current supervisor’s name and phone number.  It also must clearly identify if the request is for a reassignment/ transfer to different shift, work week or work location.  Bidders will be contacted only for the locations, shifts and workweeks they have requested.


· Employees who do not meet the Post and Bid MOU provisions will be notified by the Office of Human Resources in writing of the reasons why their bid was disqualified.

· When a position or shift vacancy becomes available, the hiring office staff will contact the most senior employee with a request form on file.


· Employee selected for reassignment/transfer to a different work location has a maximum of 3 work days in which to accept or reject a job offer unless a longer period is agreed to by the hiring supervisor.

POST AND BID PROVISIONS

BARGAINING UNIT #12

MANAGEMENT PROCEDURES

· Annual 30 calendar day open period (December 1 through December 31) for employees to submit reassignment/transfer request form.  Employees need to be informed that their requests must be submitted to Lynn Catania, Office of Human Resources, Personnel Operations, 1325 J Street, Suite 1714, Sacramento, CA 95814.  When receiving any of these requests, please date stamp the form and forward them to Lynn Catania.  All requests shall be kept on file for 12 months. 


· Office submits a Request for Personnel Action (RPA) along with the Job Opportunity Bulletin (JOB).  The JOB must include the starting/ending working days of the workweek, the shift (days, evenings or nights), and starting/ending working hours.  Under the “Selection Criteria” on the JOB, the following language must be included “This position is subject to the Post & Bid requirements for Bargaining Unit 12”. 


· OHR Personnel Operations will determine seniority based on personnel records.  The list of the Post & Bid candidates will be provided to the hiring office once the Request for Personnel Action (RPA) has been approved.  

PRIOR TO FILLING ANY UNIT 12 VACANCIES OR SHIFT ASSIGNMENTS, contact your OHR Personnel Analyst.  Your OHR Personnel Analyst will assist you in filling vacancies in compliance with the Post & Bid Provisions. 

The following are the steps that will be followed.

· State Restriction of Appointment (SROA) or Surplus employees will have priority over Post & Bid candidates.

· Fill vacancy with request of employee with most seniority at local work location, IF NONE-

· Option to fill vacancy by promoting a local DGS employee within local work location (using valid civil service employment list), IF NONE-

· Fill vacancy with request of employee with most seniority outside the local work location (Employee waives any rights to claims for moving and relocation expenses), IF NONE-

· Management may fill vacancy using any appropriate hiring process (certification process, transfers or reinstatement, etc.).

· Note: The provisions of this article will not apply when the employer must place a graduating apprentice.  Also, this provision shall not contravene employee rights to mandatory reinstatement or placement subject to the layoff provisions of this contract.

· Employees selected outside local work location shall have a maximum of 3 work days in which to accept or reject a job offer unless a longer period is agreed to by the hiring supervisor.  OHR Personnel Operations will coordinate/work closely with hiring supervisor.

POST AND BID QUESTIONS

BARGAINING UNIT 12

Question:
What is a vacancy?

Anwser:
A vacancy is defined as a position or shift assignment unoccupied as a result of retirement, transfer, termination, reassignment, or new funding.



Question:
What is the local work area?

Answer:
Defined by DGS and mutually agreed to between DPA/IUOE. With the exception of the Telecommunications Division, the local work locations are listed below.  For Telecommunications Division, the local work locations are the Radio Maintenance Areas for the Maintenance Section.  All other Telecommunications Division Sections use the local work locations listed below (i.e., Sacramento, San Francisco, etc.).


· Fresno

· Los Angeles

· Oakland

· Redding
· Riverside/San Bernardino

· Sacramento

· San Diego

· San Francisco
· San Jose

· Santa Ana

· Santa Rosa

· Stockton


· Van Nuys

Question:
What is the outside local work area?

Answer:
Defined as a reassignment/transfer to a different work location in the department (i.e., if employee’s local work location is Sacramento, then reassignment/transfer may be to San Francisco).



Question:
What can the employee bid on?

Answer:
Employees can bid on the following areas:

1. Local Work Area (any positions within their work city).

2. Outside Local Work Area (any position outside their work city)

3. Work Week (start/ending days of the week)

4. Work Shift (starting/ending hours of the shift)



Question:
How is seniority computed?

Answer
Local Work Area seniority is counted from:

· The first date the employee is appointed on a permanent full-time continuous basis in the local work area.  

· Employees, who were appointed on a permanent full-time continuous basis in an apprenticeship class, then transition into the appropriate journey class seniority will be counted from the date first appointed into the apprenticeship class. 

· Employees, who were appointed on a permanent full-time continuous basis to any of the parenthetical female classes, then later transition to the normal journey class seniority will be counted from the date first appointed into the parenthetical class.  


Outside Local Work Area seniority is counted from:

· The first date the employee is appointed on a permanent full-time continuous basis in the classification in the department.  

· Employees, who were appointed on a permanent full-time continuous basis in an apprenticeship class, then transition into the appropriate journey class seniority will be counted from the date first appointed into the apprenticeship class. 

· Employees, who were appointed on a permanent full-time continuous basis to any of the parenthetical female classes, then later transition to the normal journey class seniority will be counted from the date first appointed into the parenthetical class.

Local Work Area and Outside Local Work Area. - Seniority is based on continuous permanent full-time time spent in the class. Time spent as a Permanent Intermittent or Permanent Part-time; Limited Term, any time base; or Temporary Authorization (TAU), any time base in the class will not be counted towards seniority



Question:
How does the hiring office get the Post & Bid list?

Answer:
After the Classification and Pay Analyst approves the Request for Personnel Action (RPA), you will be sent the current Post & Bid list for the classification.



Question:
How do I use the Post & Bid list?

Answer:
The Post & Bid list you will receive will contain two lists.  

Local Work Area bidders will sort the first list, the bidder with the most seniority for the Local Work Area listed first.   You need only to consider those employees in your Local Work Area.

The Second list will be sorted by Outside Local Work Area bidders.  Bidders will be grouped by their Outside Local Work Area requests.  You need only to consider those bidders who submitted bids for your Local Work Area or those who have not identified a specific location.  



Question:
Once I receive the Post & Bid list, can I use that list on a later recruitment effort?


No, since the seniority can change once a bidder moves from one “Local Work Area” to a different “Local Work Area”, you need to be working from the most current list.



DEPARTMENT OF GENERAL SERVICES

BARGAINING UNIT 12

POST AND BID-REASSIGNMENT TRANSFER

(SEE PAGE 2 FOR ADDITIONAL INFORMATION)
I certify that I am currently a full-time permanent employee (having successfully completed my probationary period or, having completed all requirements of an authorized State apprenticeship program) in the following classification:
CURRENT CLASSIFICATION:

POSITION NUMBER:



EMPLOYEE NAME:

(PLEASE PRINT)
FIRST

M.I.

LAST\


OFFICE/BRANCH NAME



PRESENT WORK LOCATION (ADDRESS/CITY/ZIP CODE)

WORK TELEPHONE NUMBER

(      )       -      

PRESENT WORK WEEK START AND END DAYS ARE:


PRESENT SHIFT HOURS BEGIN AND END:
 
TO 

CURRENT SUPERVISOR IS:
     
SUPERVISOR’S TELEPHONE NUMBER

(      )       -      

Pursuant to the provisions of Article 17, 1999-2001 IUOE/STATE UNIT 12 MOU, I hereby request that I be considered for a vacant position or shift WITHIN THE DEPARTMENT as referenced below.  
Please check appropriate box (es).   I am interested in:
 FORMCHECKBOX 
  LOCAL WORK LOCATION TRANSFER/REASSIGNMENT
 FORMCHECKBOX 
 OUTSIDE LOCAL WORK LOCATION  TRANSFER/REASSIGNMENT




WORK WEEK:
 FORMCHECKBOX 
 MON-FRI 
 FORMCHECKBOX 
 TUE-SAT 
 FORMCHECKBOX 
 WED-SUN 
 FORMCHECKBOX 
 THUR-MON
   FORMCHECKBOX 
 FRI-TUE   
 FORMCHECKBOX 
 SAT-WED
 FORMCHECKBOX 
 SUN-THUR

 FORMCHECKBOX 
 ALTERNATE WORK WEEK SCHEDULE (INDICATE WORK DAYS AND HOURS): ______________________________





 FORMCHECKBOX 

ANY SHIFT
 FORMCHECKBOX 
 
DAYS  - (DEFINED AS FOUR OR MORE HOURS BETWEEN 6:00 A.M. TO 6:00 P.M.)

 FORMCHECKBOX 
 
EVENINGS  - (DEFINED AS FOUR OR MORE HOURS BETWEEN 6:00 P.M. AND 12 MIDNIGHT) 
 FORMCHECKBOX 
 
NIGHTS - (DEFINED AS FOUR OR MORE HOURS BETWEEN 12:00 MIDNIGHT AND 6:00 A.M.)

Local work locations of all General Services Offices/ Branches are listed below.  Exception:  Telecommunication Division, employees in the Maintenance Section, the local work locations are the Radio Maintenance Areas. 
I am interested in transferring to the following locations:
 FORMCHECKBOX 
 FRESNO
 FORMCHECKBOX 
 RIVERSIDE/SAN BERNARDINO
 FORMCHECKBOX 
 SAN JOSE
 FORMCHECKBOX 
 VAN NUYS

 FORMCHECKBOX 
 LOS ANGELES
 FORMCHECKBOX 
 SACRAMENTO
 FORMCHECKBOX 
 SANTA ANA
 FORMCHECKBOX 
 RADIO MAINTENANCE AREA

___________________________________________

___________________________________________

 FORMCHECKBOX 
 OAKLAND
 FORMCHECKBOX 
 SAN DIEGO
 FORMCHECKBOX 
 SANTA ROSA


 FORMCHECKBOX 
 REDDING
 FORMCHECKBOX 
 SAN FRANCISCO
 FORMCHECKBOX 
 STOCKTON


EMPLOYEE SIGNATURE


DATE 

FOR PERSONNEL USE ONLY

LOCAL WORK LOCATION TENURE/ TIME BASE:

LOCAL WORK LOCATION APPOINTMENT DATE:

LOCAL WORK LOCATION SENIORITY (MONTHS)


OUTSIDE LOCAL WORK LOCATION TENURE/TIME BASE

OUTSIDE LOCAL WORK LOCATION APPOINTMENT DATE

OUTSIDE LOCAL WORK LOCATION SENIORITY (MONTHS)


SSN
           -       -
SENIORITY VERIFIED BY:

DATE VERIFIED:


POST AND BID PERIOD VALID FROM :









THROUGH:

DGS - BARGAINING UNIT 12

POST AND BID-REASSIGNMENT TRANSFER

VACANCY:  Defined as a position or shift assignment unoccupied as a result of retirement, transfer, termination, reassignment, or new funding.

LOCAL WORK LOCATION: Defined by DGS and mutually agreed to between DPA/IUOE. With the exception of the Telecommunications Division, the local work locations are: Sacramento, San Francisco, San Jose, Santa Rosa, Oakland, Stockton, Redding, Fresno, Los Angeles, Van Nuys, Santa Ana, San Bernardino/ Riverside and San Diego. For Telecommunications Division, the local work locations are the Radio Maintenance Areas for the Maintenance Section. All other Telecommunications Division Sections use the local work locations listed above (i.e., Sacramento, San Francisco, etc.).

OUTSIDE LOCAL WORK LOCATION: Defined as a reassignment/transfer to a different work location in the department (i.e., if employee’s local work location is Sacramento, then reassignment/transfer may be to San Francisco).

SENIORITY: Seniority is determined by permanent full time status employees with the greatest amount of continuous seniority in the classification.


Local seniority is from the first date the employee is appointed on a permanent full-time continuous basis in the local work area. 


Outside seniority if from the first date the employee is appointed on a permanent full-time continuous basis in the department. 


Employees who were appointed to an apprenticeship or in a parenthetical female class and then transition to the journey classification seniority will be counted from the date first appointed into the apprentice/parenthetical class.
REASSIGNMENT/TRANSFER REQUEST: Defined as the written request form completed by the permanent full time status employee and used by management to fill a vacancy. Request must be submitted during the annual 30-calendar day open period, December 1 through December 31.  Requests shall be kept on file for 12 months.

EMPLOYEE PROCEDURES

· If employee wishes to be considered for a position or shift assignment vacancy, employee must submit reassignment/transfer request form during annual 30 calendar day open period, December 1 through December 31 to their supervisor (supervisor shall forward all requests to Lynn Catania, Office of Human Resources, Personnel Operations, 1325 J Street, Suite 1714, Sacramento, CA 95814) or the employee may forward to Lynn Catania directly. Reassignment/transfer requests shall be kept on file for 12 months.

· Request form must include information regarding the employee’s current permanent classification; address and phone number of current work location; current work week/shift/hours, i.e., Days Mon-Fri 6:30 a.m. to 3:30 p.m., Evenings Tues-Sat 3:30 p.m. to 11:30 p.m., Nights 11:30 p.m. to 6:30 a.m.; current supervisor’s name and phone number.  It also must clearly identify if your request is for a reassignment/transfer to different shift or work week or work location.

· When position or shift vacancy becomes available where the employee has a request form on file, the employee will be contacted by Personnel Operations staff if the employee meets the criteria under the Post & Bid provision (i.e., most senior at local work location, etc.)

EMPLOYEE PROCEDURES (Continued)

· Employee selected outside local work location shall have a maximum of 3 work days in which to accept or reject a job offer unless a longer period is agreed to by the hiring supervisor

MANAGEMENT PROCEDURES

· Annual 30 calendar day open period (December 1 through December 31) for employees to submit reassignment/ transfer request. Employees need to be informed that their requests must be submitted to Lynn Catania, Office of Human Resources, Personnel Operations, 1325 J Street, Suite 1714, Sacramento, CA 95814. Should you receive any of these requests, please date stamp the requests and forward them to Lynn Catania.  All requests shall be kept on file for 12 months.  

· OHR Personnel Operations will determine seniority based on personnel records.  The list of the Post & Bid candidates will be provided to the hiring office once the Request for Personnel Action (RPA) has been approved.
PRIOR TO FILLING ANY VACANCIES, contact your OHR Personnel Analyst.  Your OHR Personnel Analyst will assist you in filling your vacancies under the Post & Bid Provisions.  The following are the steps that will be followed.

· State Restriction of Appointment (SROA) or Surplus employees will have priority over Post & Bid candidates.


· Fill vacancy with request of employee with most seniority at local work location, IF NONE-

· Option to fill vacancy by promoting a local DGS employee within local work location (using valid civil service employment list), IF NONE-

· Fill vacancy with request of employee with most seniority outside the local work location (Employee waives any rights to claims for moving and relocation expenses), IF NONE-

· Management may fill vacancy using any appropriate hiring process (certification process, transfers or reinstatement, etc.).
· Note: The provisions of this article will not apply when the employer must place a graduating apprentice.  Also, this provision shall not contravene employee rights to mandatory reinstatement or placement subject to the layoff provisions of this contract.

Employees selected outside local work location shall have a maximum of 3 work days in which to accept or reject a job offer unless a longer period is agreed to by the hiring supervisor.  OHR Personnel Operations will coordinate/ work closely with hiring supervisor.
UNIT 12 POST AND BID

MOU LANGUAGE
17.1 Post and Bid - Local Work Locations

A.
When the employer decides to fill a vacancy as defined below, employees holding permanent full-time status at a "work location" (See Addendum 1) in their classification, may request in writing to be reassigned should a position or shift assignment become vacant in their classification.  For a request to be given consideration under this section it must be filed in accordance with paragraph "B" prior to the position or shift assignment becoming vacant.  Permanent status for purposes of this section shall mean an individual who has successfully passed his/her probationary period in the class and, if required, successfully completed all requirements of an apprenticeship program.
B.
Permanent status employees who wish to submit a reassignment request may do so during a 30-calendar day open period, to be scheduled annually by each appointing power.  Reassignment requests shall be kept on file for 12 months.
C.
The employee requesting the reassignment, or, in the case of multiple requests for the same position, the employee with the greatest amount of continuous "work location" seniority in the class shall be selected over other employees.  A vacancy shall be deemed to exist when a position is unoccupied as a result of retirement, transfer, termination, reassignment or new funding and the employer decides to fill it.
D.
Any employee appointed under the terms of this section must possess the requisite skills and abilities required of the position.  Any employee who has sustained a disciplinary action or received a substandard review in a majority of the requisite skills of the position within the last 12 months, may, at the discretion of the employer, not be considered for transfer under the provisions of this section.
E.
Employees being reassigned under this provision waive any rights to claims for moving and relocation expenses.  This does not preclude payment of such expenses, at management's discretion.
F.
This section does not preclude management from transferring employees for verifiable security, safety, or clearly articulated operational reasons.
G. When there are no employee requests (from the local work location as defined in Addendum 1) to be reassigned on file, management may fill the vacant position consistent with the provisions of section this agreement.

17.2 Promotions

After the provisions of 17.1 above have been applied, the employer reserves the absolute right to promote eligible individuals within the work location from a valid civil service employment list.

17.3 Transfer from Outside the Local Work Location

A.
Employees desiring a transfer to a different "work location" (See Addendum 1) within their department may apply in writing to the department head or designee in a manner prescribed by the department.  Such transfer requests shall be to permanent positions in the same department within their current classification.
B.
Permanent employees who wish to submit a transfer request may do so during a 30-calendar day open period, to be scheduled annually by each department.  Reassignment requests shall be kept on file for 12 months.

C.
The employee requesting the transfer, or the employee with the greatest amount of continuous department seniority in the class in the case of multiple transfer requests to the same position, shall be selected over other employees not working in the class or department.

UNIT 12 POST AND BID

MOU LANGUAGE

17.3 Transfer from Outside the Local Work Location (Continued)

D.
Any employee appointed under the terms of this section must possess the requisite skills and abilities required of the position.  Any employee who has sustained a disciplinary action or received a substandard review in a majority of the requisite skills of the position within the last 12 months, may, at the discretion of the employer, not be considered for transfer under the provisions of this section.
E.
Employees reassigned under this provision waive any rights to claims for moving and relocation expenses.  This does not preclude payment of such expenses, at management's discretion.
F.
This section does not preclude management from transferring employees for verifiable security, safety, or clearly articulated operational reasons.
G.
Employees selected under the terms of this section shall have a maximum of three (3) work days in which to accept or reject a job offer unless otherwise agreed by the hiring supervisor.  Once the three- (3) workdays have expired without response from the employee being considered for reassignment, the employer shall consider it a refusal of the job offer.  If a job offer is accepted, the employee will have a maximum of 30 calendar days to report to the new work location, unless mutually agreed otherwise by the hiring supervisor.
H.
When there are no employee requests to be transferred on file, management may fill the vacancy with any means at its disposal.

17.4 Apprentices

The parties recognize that it is mutually beneficial to place graduating apprentices in the work location where they completed their training.  Consequently, the provisions of this article will not apply when the employer must place a graduating apprentice.

17.5 Mandatory Placement

The parties recognize that this article shall not contravene employee rights to mandatory reinstatement or placement subject to the layoff provisions of this contract.
.
POST AND BID PROVISIONS

BARGAINING UNIT #13
KEY DEFINITIONS

Vacancy:  Defined as a position unoccupied as a result of retirement transfer, termination, reassignment, or new funding.

Local Work Location-DGS:  Also referred to as a Plant. For Department of General Services, the local work locations are defined as follows: 

Fresno
Sacramento
San Jose
Van Nuys

Los Angeles
San Bernardino/Riverside
Santa Ana


Oakland
San Diego
Santa Rosa


Redding
San Francisco
Stockton


Transfer From Other Plants:  Defined as transfer to a permanent position, in the same classification, at a different work location within DGS (i.e., if employee’s local work location is Sacramento, then transfer to San Francisco is considered to be a different work location).

Seniority at Local Work Location:  Also referred to as in-plant. Seniority is determined by permanent status employee with the greatest amount of in-plant service in the classification.

Seniority Used for Transfer from Other Plants:  Seniority is determined by permanent status employee with the greatest amount of state seniority in the bargaining unit, regardless of classification.

Seniority Post and Bid Lists:  The work location lists of Unit 13 employees who have submitted a Post and Bid Reassignment/Transfer Request form, compiled in seniority order by the Office of Human Resources, in accordance with the Unit 13 MOU provisions.  Unless otherwise noted, this must be used by management to fill a vacancy before other hiring options are initiated. See Special Considerations/ Exclusions.

Reassignment Request at Local Work Location:  Defined as a request in writing, from a permanent status employee to be reassigned in the same classification and given to the supervisor prior to the position becoming vacant.  Request shall be kept on file for 12 months.  It is recommended that the employee complete the Post and Bid Reassignment/Transfer Request form, however the employee may choose to submit the bid in a written statement to management.

Transfer Request to Another Plant:  Defined as a Post and Bid Reassignment/Transfer Request form completed by the permanent employee and used by management to fill a transfer to a permanent position.  Form must be submitted during the annual open period, January 15 through February 15. Requests shall be kept on file for 12 months.

POST AND BID PROVISIONS

BARGAINING UNIT #13
SPECIAL CONSIDERATIONS/EXCLUSIONS

· Apprentices - These Post and Bid provisions do not apply when a graduating apprentice must be placed in a position.

· Mandatory Placement - These Post and Bid provisions do not when an employee must be placed by mandatory reinstatement or because of placement of an employee subject to layoff.

· Requisite Skills and Abilities - Employees placed under the Post and Bid provisions must possess the requisite skills and abilities of the position.  If an employee is not placed for lacking the position requisites, the supervisor will notify the employee.

· Discipline - Management is not required to consider and employee who has sustained a major disciplinary action within the last 12 months (defined as any action in excess of a 5 working day suspension or a 5% pay reduction in excess of 5 months). 

· Moving/Relocation Expenses - Employees being reassigned under this provision waive any rights to claims for moving and relocation expenses.  This does not preclude payment of such expenses, at management's discretion.

· Security/Safety Reasons - These Post and Bid provisions do not preclude management from transferring employees for verifiable security or safety reasons.  Prior to initiating such an action the Labor Relations Office should be contacted.
EMPLOYEE PROCEDURES

· Local Work Location:  Permanent status employees wishing to be considered for a in-plant position vacancy must submit a Post and Bid Reassignment/Transfer Request form to their supervisor.  The supervisor shall forward all requests to Lynn Catania, Office of Human Resources, Personnel Operations, 1325 J Street, Suite 1714, Sacramento, CA 95814, or the employee may forward to Lynn Catania directly, prior to the position becoming vacant.  Written request is kept on file for 12 months.  Local requests can be submitted at anytime prior to the position becoming vacant, however no more often than every 12 months for the same position.


· Transfer to Outside Local Work Location:  Permanent status employees wishing to be considered for a transfer to a permanent position vacancy, must submit a must submit a Post and Bid Reassignment/Transfer Request form to their supervisor during the annual open period, January 15 through February 15.  The supervisor shall forward all requests to Lynn Catania, Office of Human Resources, Personnel Operations, 1325 J Street, Suite 1714, Sacramento, CA 95814, or the employee may forward to Lynn Catania directly.  Transfer requests shall be kept on file for 12 months.  This form is available in the Outlook, Office of Human Resources’ Public Folder under Human Resources Memorandums, 00-008.


· Requests must include information regarding the employee’s current permanent classification, address, and phone number of current work location, current work week/shift/hours, current supervisor’s name and phone number.  It also must clearly identify specific information regarding the position vacancy (i.e., work week, same or different work location, etc.)


· When a position or shift vacancy becomes available, the hiring office staff will contact the most senior employee with a request form on file.


· Employee contacted for transfer to a different work location (a.k.a. plant) has a maximum of 5 work days in which to accept or reject a job offer unless a longer period is agreed to by the hiring supervisor.

POST AND BID PROVISIONS

BARGAINING UNIT #13
MANAGEMENT PROCEDURES

· Employee must give a reassignment request in writing to management prior to position becoming vacant.  Employee may submit their request to their supervisor (supervisor shall forward all requests to Lynn Catania, Office of Human Resources, Personnel Operations, 1325 J Street, Suite 1714, Sacramento, CA 95814 or employee may forward to Lynn Catania directly).  Should the supervisor receive any of these requests, please date stamp the requests and forward them to Lynn Catania.  All requests shall be kept on file for 12 months.

In-Plant bids, an employee can submit a bid for an In-Plant transfer anytime during the duration of the MOU, therefore, the In-Plant list can change from month to month.

Transfer to Other Plants – bids were received during the bidding period held annually from January 15 through February 15.  Lists will be established for Transfer to Other Plant from these bids.  
 

· Office submits a Request for Personnel Action (RPA) along with the Job Opportunity Bulletin (JOB).  The JOB must include the starting/ending working days of the workweek, the shift (days, evenings or nights), and starting/ending working hours.  Under the “Selection Criteria” on the JOB, the following language must be included “This position is subject to the Post & Bid requirements for Bargaining Unit 13”. 


· OHR Personnel Operations will determine seniority based on personnel records.  The list of the Post & Bid candidates will be provided to the hiring office once the Request for Personnel Action (RPA) has been approved.

PRIOR TO FILLING ANY UNIT 13 VACANCIES, contact your OHR Personnel Analyst.  Your OHR Personnel Analyst will assist you in filling vacancies in compliance with the Post & Bid Provisions. 

The following are the steps that will be followed.

· State Restriction of Appointment (SROA) or Surplus employees will have priority over Post & Bid candidates.

· Fill vacancy with request of employee with greatest amount of plant service seniority in local work location. IF NONE-

· Fill vacancy with transfer request from a different work location/plant with employee who has the greatest amount of bargaining unit seniority.  IF NONE-

· Management may fill vacancy using any appropriate hiring process.


· Note:  The provisions of this article will not apply when the employer must place a graduating apprentice. Upon completion of the apprenticeship program, the employee’s seniority dates back to his/her date of hire. Also, this provision shall not contravene employee rights to mandatory reinstatement or placement subject to the layoff provisions of this contract.


· Employee selected for transfer from a different work location (a.k.a. plant) shall have a maximum of 5 work days in which to accept or reject a job offer unless a longer period is agreed to by the hiring supervisor.  OHR Personnel Operations will coordinate/work closely with hiring supervisor.

DEPARTMENT OF GENERAL SERVICES

BARGAINING UNIT 13

POST AND BID-IN-PLANT AND OTHER PLANT TRANSFERS

(SEE PAGE 2 FOR ADDITIONAL INFORMATION)

I certify that I am currently a full-time permanent employee (having successfully completed my probationary period or, having completed all requirements of an authorized State apprenticeship program) in the following classification:

CURRENT CLASSIFICATION:
     
POSITION NUMBER:

      -       -       -     

EMPLOYEE NAME:

(PLEASE PRINT)
FIRST

M.I.

LAST

     

     
     
OFFICE/BRANCH NAME

PRESENT WORK LOCATION (ADDRESS/CITY/ZIP CODE)
     
WORK TELEPHONE NUMBER

     

PRESENT WORK WEEK START AND END DAYS ARE:
     
TO      
PRESENT SHIFT HOURS BEGIN AND END:
           
TO           

CURRENT SUPERVISOR IS:
     
SUPERVISOR’S TELEPHONE NUMBER

(      )       -      

Pursuant to the provisions of Article 14, 1999-2001 IUOE/STATE UNIT 13 MOU, I hereby request that I be considered for a vacant position or shift WITHIN THE DEPARTMENT as referenced below.  

Please check appropriate box (es).   I am interested in:
 FORMCHECKBOX 
  IN PLANT TRANSFER (LOCAL AREA)
 FORMCHECKBOX 
 TRANSFER TO OTHER PLANTS (OUTSIDE LOCAL AREA)




WORK WEEK:
 FORMCHECKBOX 
 MON-FRI 
 FORMCHECKBOX 
 TUE-SAT 
 FORMCHECKBOX 
 WED-SUN 
 FORMCHECKBOX 
 THURS-MON
   FORMCHECKBOX 
 FRI-TUE   
 FORMCHECKBOX 
 SAT-WED
 FORMCHECKBOX 
 SUN-THURS

 FORMCHECKBOX 
 ALTERNATE WORK WEEK SCHEDULE (INDICATE WORK DAYS AND HOURS): ______________________________





 FORMCHECKBOX 

ANY SHIFT
 FORMCHECKBOX 
 
DAYS  - (DEFINED AS FOUR OR MORE HOURS BETWEEN 6:00 A.M. TO 6:00 P.M.)

 FORMCHECKBOX 
 
EVENINGS  - (DEFINED AS FOUR OR MORE HOURS BETWEEN 6:00 P.M. AND 12 MIDNIGHT) 
 FORMCHECKBOX 
 
NIGHTS - (DEFINED AS FOUR OR MORE HOURS BETWEEN 10:00 P.M.  AND 6:00 A.M.)

In Plant and Other Plant, locations are listed below.  I am interested in transferring to the following locations:
 FORMCHECKBOX 
 FRESNO
 FORMCHECKBOX 
 RIVERSIDE/SAN BERNARDINO
 FORMCHECKBOX 
 SAN JOSE
 FORMCHECKBOX 
 VAN NUYS

 FORMCHECKBOX 
 LOS ANGELES
 FORMCHECKBOX 
 SACRAMENTO
 FORMCHECKBOX 
 SANTA ANA


 FORMCHECKBOX 
 OAKLAND
 FORMCHECKBOX 
 SAN DIEGO
 FORMCHECKBOX 
 SANTA ROSA


 FORMCHECKBOX 
 REDDING
 FORMCHECKBOX 
 SAN FRANCISCO
 FORMCHECKBOX 
 STOCKTON


EMPLOYEE SIGNATURE


DATE 

FOR PERSONNEL USE ONLY

IN PLANT LOCATION TENURE/ TIME BASE:

IN PLANT LOCATION APPOINTMENT DATE:

IN PLANT LOCATION SENIORITY (MONTHS)


OTHER PLANT WORK LOCATION TENURE/TIME BASE

OTHER PLANT WORK LOCATION APPOINTMENT DATE

OTHER PLANT WORK LOCATION SENIORITY (MONTHS)


SSN
           -       -
SENIORITY VERIFIED BY:

DATE VERIFIED:


POST AND BID PERIOD VALID FROM :









THROUGH:

DEPARTMENT OF GENERAL SERVICES

BARGAINING UNIT 13

POST AND BID-IN-PLANT AND OTHER PLANT TRANSFERS

Vacancy:  Defined as a position unoccupied as a result of retirement, transfer, termination, reassignment, or new funding.

Local Work Location (a.k.a. Plant): Defined by DGS and mutually agreed to between DPA/IUOE. The local work locations are: Sacramento, San Francisco, San Jose, Santa Rosa, Oakland, Stockton, Redding, Fresno, Los Angeles, Van Nuys, Santa Ana, San Bernardino/Riverside and San Diego. 

Transfer From Other Plants: Defined as transfer to a permanent position in the same classification at a different work location within the department (i.e., if employee’s local work location is Sacramento, then transfer to San Francisco is considered to be a different work location).

Seniority at Local Work Location (a.k.a. Plant): Defined as a permanent status employee with the greatest amount of plant (a.k.a. local work location) service in the classification.

Seniority Used for Transfer to Other Plants: Defined as a permanent status employee with the greatest amount of bargaining unit seniority. Refer to Section 14.3 of Bargaining Unit 13 MOU.

Reassignment Request at Local Work Location: Defined as a request in writing from a permanent status employee to be reassigned in the same classification and given to a member of supervision prior to the position becoming vacant. Request shall be kept on file for 12 months.

Employee Procedures

· Local Work Location: If permanent status employee wish to be considered for a position vacancy, employee must request in writing to be reassigned and give this written request to their supervisor (supervisor shall forward all requests to Lynn Catania, Office of Human Resources, Personnel Operations, 1325 J Street, Suite 1714, Sacramento, CA 95814 or the employee may forward to Lynn Catania directly) prior to the position becoming vacant. Written request is kept on file for 12 months.

· Transfer to Outside Local Work Location: If permanent status employee wish to be considered for a permanent position vacancy, employee must submit a transfer request form (currently distributed by IUOE) during an annual open period, January 15 through February 15, to their supervisor (supervisor shall forward all requests to Lynn Catania, Office of Human Resources, Personnel Operations, 1325 J Street, Suite 1714, Sacramento, CA 95814) or employee may forward directly to Lynn Catania. Transfer requests shall be kept on file for 12 months.


· Requests must include information regarding the employee’s current permanent classification, address, and phone number of current work location, current work week/shift/hours, current supervisor’s name and phone number.  It also must clearly identify specific information regarding the position vacancy (i.e., work week, same or different work location, etc.)


· When position vacancy becomes available where the employee has a request form on file, Personnel Operations staff will contact the employee if the employee meets the criteria under the Post & Bid provision (i.e., greatest amount of seniority in the classification in the department).


· Employee selected for transfer from a different work location (a.k.a. plant) shall have a maximum of 5 work days in which to accept or reject a job offer unless a longer period is agreed to by the hiring supervisor.

  Management Procedures

· Employee must give a reassignment request in writing to management prior to position becoming vacant. Employee may submit their request to their supervisor (supervisor shall forward all requests to Lynn Catania, Office of Human Resources, Personnel Operations, 1325 J Street, Suite 1714, Sacramento, CA 95814 or employee may forward to Lynn Catania directly).  Should the supervisor receive any of these requests, please date stamp the requests and forward them to Lynn Catania. All requests shall be kept on file for 12 months. 


· OHR Personnel Operations will determine work location seniority based on personnel records. The list of the Post & Bid candidates will be provided to the hiring office once the Request for Personnel Action (RPA) has been approved.

PRIOR TO FILLING ANY VACANCIES, please contact your OHR Personnel Analyst. Your OHR Personnel Analyst will assist you in filling your vacancies under the Post & Bid Provisions.  The following are the steps that will be followed.

· State Restriction of Appointment (SROA) or Surplus employees will have priority over Post & Bid candidates.


· Fill vacancy with request of employee with greatest amount of seniority in local work location. IF NONE-

· Fill vacancy with transfer request from a different work location (a.k.a. plant) with employee who has the greatest amount of bargaining unit seniority in any department in the classification in accordance with the provisions of Section 14.3 of the Bargaining Unit 13 MOU (Employee waives any rights to claims for moving and relocation expense). Transfer requests must be submitted during annual open period between January 15-February 15. Requests kept on file for 12 months. IF NONE-

· Management may fill vacancy using any appropriate hiring process.

· Note:  The provisions of this article will not apply when the employer must place a graduating apprentice. Upon completion of the apprenticeship program, the employee’s seniority dates back to his/her date of hire. Also, this provision shall not contravene employee rights to mandatory reinstatement or placement subject to the layoff provisions of this contract.

Employee selected for transfer from a different work location (a.k.a. plant) shall have a maximum of 5 work days in which to accept or reject a job offer unless a longer period is agreed to by the hiring supervisor.  OHR Personnel Operations will coordinate/work closely with hiring supervisor.

UNIT 13 POST AND BID

MOU PROVISIONS

14.1 Post and Bid - Local Work Locations

A.
 Employees holding permanent status at a plant (see Addendum B), in their classification may request in writing to be reassigned should a position become vacant.  For a request to be considered under this section it must be filed in accordance with paragraph "b." prior to the position becoming vacant.  Permanent status for purposes of this section shall mean an individual who has successfully passed his/her probationary period in the class.
B.
Employees holding permanent status in their classification may request in writing to be reassigned should a position become vacant.  For a request to be considered under this section it must be given in writing to a member of supervision prior to the position becoming vacant.  The written request shall be kept on file and will be valid for 12 months.
C.
The employee requesting the assignment, or in the case of multiple requests for the same position, the employee with the greatest amount of plant service in the class shall be selected over other employees.  A vacancy shall be deemed to exist when a position is unoccupied as a result of retirement, transfer, termination, reassignment or new funding.
D.
Any employee appointed under the terms of this section will be expected to possess the requisite skills and abilities required of the position.  Any employee who has sustained a major discipline within the last 12 months, may, at the discretion of the employer, not be considered for transfer under the provisions of this section.
E.
Employees being reassigned under this provision waive any rights to claims for moving and relocation expenses.  This does not preclude payment of such expenses, at management's discretion.
F.
Management for training purposes may fill a vacant position for a period not to exceed 60 calendar days.
G.
This section does not preclude management from transferring employees for verifiable security or safety reasons.
G. When there are no employee requests to be reassigned on file, management shall fill the vacant position consistent with the provisions of section 14.2, following.

14.2 Transfers from Other Plants

A.
Employees desiring a transfer to a different "work location" (See Addendum B.) within their department may make such request in writing to the department head or designee.  Such transfer requests shall be to permanent positions in the same department within their current classification.  For a request to be considered under this section it must be filed in accordance with paragraph "B" prior to the position becoming vacant.
B.
Permanent employees who wish to submit a transfer request may do so during an annual open period beginning January 15 and ending February 15.  Reassignment requests shall be kept on file for 12 months.
C.
The employee requesting the transfer, or the employee with the greatest amount of bargaining unit seniority in the case of multiple transfer requests to the same position, shall be selected over other employees not working in the department.  Seniority for purposes of this section shall be defined as bargaining unit seniority consistent with Section 14.3, and 14.8.
D.
Any employee appointed under the terms of this section will be expected to possess the requisite skills and abilities required of the position.  Any employee who has sustained a major discipline within the last 12 months, may, at the discretion of the employer, not be considered for transfer under the provisions of this section.


14.2 Transfers from Other Plants (Continued)

E.
Employees reassigned under this provision waive any rights to claims for moving and relocation expenses.  This does not preclude payment of such expenses, at management's discretion.
F. 
This section does not preclude management from transferring employees for verifiable security or safety reasons.  Nothing in this article shall preclude the transferring employee's supervisor from sharing with the new supervisor information regarding the transferring employee's work performance.
G.
When there are no employee requests to be transferred on file, management may fill the vacancy with any means at its disposal.

H.
Employees selected under the terms of this section shall have a maximum of 5 (five) workdays in which to accept or reject a job offer unless otherwise agreed by the hiring supervisor.  Once the 5 (five) days have expired, the employer shall consider it a refusal of the job offer.  If a job offer is accepted, the employee will have a maximum of 30 calendar days to report to the new plant, unless mutually agreed otherwise by the hiring supervisor.

14.3 Apprentices
Both parties recognize that it is mutually beneficial to place graduating apprentices in the plant where they completed their training.  Consequently, the provisions of this article will not apply when the employer must place a graduating apprentice.  Upon completion of the apprenticeship program, the employee's seniority dates back to his/her date of hire.
R12 POST AND BID CLASSES AS OF 01/0100

LIST STATUS AS OF 02/18/00

CLASS TITLE
CLASS CODE
C& P ANALYST CONTACT
LIST ESTABLISHED

Automobile Mechanic


6851
Berge Ochikubo

(916) 324-7749
No bidders

Automotive Pool Attendant I


6898
Berge Ochikubo

(916) 324-7749
Working on

Automotive Pool Attendant II


6897
Berge Ochikubo

(916) 324-7749
No bidders

Building Maintenance Worker
6215
Berge Ochikubo

(916) 324-7749
Yes

Carpenter I
6476
Berge Ochikubo

(916) 324-7749
Yes

Carpenter II
6475
Berge Ochikubo

(916) 324-7749
No bidders

Electrician I
6533
Berge Ochikubo

(916) 324-7749
Yes

Electrician II
6532
Berge Ochikubo

(916) 324-7749
Yes 

Electronics Technician
6913
Berge Ochikubo

(916) 324-7749
No bidders

Groundskeeper
0731
Berge Ochikubo

(916) 324-7749
Yes

Heavy Truck Driver


6378
Kathleen Hodson

(916) 327-6075
No Bidders

Inspector of Automotive Equipment
6892
Berge Ochikubo

(916) 324-7749
Working on

Laborer
6223
Berge Ochikubo

(916) 324-7749
Yes

Lead Automobile Mechanic


6850
Berge Ochikubo

(916) 324-7749
No bidders

Lead Groundskeeper
0725
Berge Ochikubo

(916) 324-7749
No bidders

Locksmith I
6642
Berge Ochikubo

(916) 324-7749
No bidders

Maintenance Mechanic
6940
Berge Ochikubo

(916) 324-7749
Yes

Material & Stores Specialist


1506
Kathleen Hodson

(916) 327-6075
No bidders

Mechanic’s Helper


6837
Berge Ochikubo

(916) 324-7749
No bidders

Office Machine Service Technician
6782
Kathleen Hodson

(916) 327-6075
No bidders

Office Machine Service Technician (Electronic)
6797
Kathleen Hodson

(916) 327-6075
No bidders

Painter I
6526
Berge Ochikubo

(916) 324-7749
Yes

Plumber I
6549
Berge Ochikubo

(916) 324-7749
Yes 

Restoration Work Specialist


6648
Karen Lucas

(916) 323-8051
No bidders

Senior Equipment Materiel Specialist
1542
Kathleen Hodson

(916) 327-6075
No bidders

Senior Telecommunication Technician
6910
Dee Denny

(916) 445-0641


Service Assistant Automotive


6917
Berge Ochikubo

(916) 324-7749
No bidders

Supervising Groundskeeper I
0719
Berge Ochikubo

(916) 324-7749
No bidders

Telecommunication Technician


6911
Dee Denny

(916) 445-0641


Telecommunication Technician Trainee
6912
Dee Denny

(916) 445-0641


Tree Maintenance Leadworker
0745
Berge Ochikubo

(916) 324-7749
No bidders

Tree Maintenance Worker
0748
Berge Ochikubo

(916) 324-7749
No bidders

Truck Driver


6381
Kathleen Hodson

(916) 327-6075
No bidders

Warehouse Worker


6220
Kathleen Hodson

(916) 327-6075
Yes

Window Cleaner
2037
Berge Ochikubo

(916) 324-7749
No bidders

R13 POST AND BID CLASSES AS OF 02/15/00

LIST STATUS AS OF 02/18/00

CLASS TITLE
CLASS CODE
C& P ANALYST
LIST ESTABLISHED

Chief Engineer I
6698
Berge Ochikubo

(916) 324-7749
No bidders at this time, may change for local

Stationary Engineer
6712
Berge Ochikubo

(916) 324-7749
Yes

